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Course at a Glance

CTE courses provide students with an opportunity to develop specific academic, technical, and 21st century
skills necessary to be successful in career and in life. In pursuit of ensuring every student in Tennessee achieves
this level of success, we begin with rigorous course standards which feed into intentionally designed programs
of study.

Students engage in industry relevant content through general education integration and experiences such as
career and technical student organizations (CTSO) and work-based learning (WBL). Through these experiences,
students are immersed with industry standard content and technology, solve industry-based problems,
meaningfully interact with industry professionals and use/produce industry specific, informational texts.

Using a Career and Technical Student Organization (CTSO) in Your Classroom

CTSOs are a great resource to put classroom learning into real-life experiences for your students through
classroom, regional, state, and national competitions, and leadership opportunities. Below are CTSO
connections for this course, note this is not an exhaustive list.

e Participate in the CTSO Fall Leadership Conference, DECA and FCCLA Fall Leadership Camps, FCCLA
District STAR Events, SkillsUSA State Leadership and Skills Conference, and the DECA Emerging Leader
Summit to engage with peers by demonstrating logical thought processes and developing industry
specific skills that involve teamwork and project management.

e Participate in conferences that promote career development such as DECA Career Pathways and
Career Development Conferences.

e Participate in FCCLA and SkillsUSA career competitive events that highlight career development,
including career investigation, interviewing, job skills demonstrations, career pathways showcases, and
employment application process (ADA).

e Participate in DECA, FCCLA, and SkillsUSA competitive events such as Integrated Marketing Campaign -
Events, Franchise Business Plan, Hospitality and Tourism Operations Research, Hospitality Service
Team Decision Making, Travel and Tourism Team Decision Making, Hotel and Lodging Management
Series, Hospitality and Tourism Professional Selling, Virtual Business Challenge - Hotel Management,
Hospitality, Tourism, and Recreation, and Customer Service.

For more ideas and information, visit Tennessee DECA at https://www.tndeca.org/, Tennessee FCCLA at
https://www.tennesseefccla.org/, and Tennessee SkillsUSA at skillsusatn.org.

Using Work-Based Learning (WBL) in Your Classroom
Sustained and coordinated activities that relate to the course content are the key to successful work-based
learning. Possible activities for this course include the following. This is not an exhaustive list.

e Standard 1.1 | On-the-job training at a local hotel, event planning firm, restaurant, tourism agency,
etc. to develop mastery of course standards.

e Standards 2.1-2.2, 4.6 | On-the-job training at a local hotel, event planning firm, restaurant, tourism
agency, etc. which will include students developing polished job materials, including a resume and
industry-specific portfolio.

e Standards 3.1-3.5 | Integrated project with multiple interactions with hospitality and tourism industry
professionals, particularly in the nonprofit area. Students demonstrate mastery of these planning
stages standards in their capstone project.

e Standards 4.1, 4.3-4.4 | Integrated project with multiple interactions with hospitality and tourism
industry professionals, particularly in the nonprofit area. Students demonstrate mastery of these event
approval and timetable standards in their capstone project.

e Standard 4.2 | Integrated project with multiple interactions with hospitality and tourism industry
professionals, particularly in the nonprofit area. Bring in a panel of hospitality and tourism industry
professionals to evaluate and provide feedback on students’ event proposals.

e Standard 4.5 | Integrated project with multiple interactions with hospitality and tourism industry
professionals, particularly in the nonprofit area. Bring in a panel of hospitality and tourism industry
professionals to evaluate and provide feedback on students’ final event projects.
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Course Description

Event Planning & Management is designed to be a project-based, capstone experience in which
students research, prepare, deliver, and reflect upon an original event for a community
organization, business, or non-profit. Upon completion of this course, proficient students will
further refine leadership, teamwork, and management skills acquired in previous courses and
apply them in a practicum setting. The course is highly customizable to meet local needs: partner
organizations may be chosen at the discretion of student teams with the approval of the
instructor and appropriate school personnel. Organizations can include local non-profits, charities,
shelters, agencies, businesses, sports teams, school-based enterprises, or other entities with a
demonstrated need for assistance in staging an event or a commitment to providing students with
work-based learning opportunities.

Course Requirements

This capstone course aligns with the requirements of the Work-Based Learning Framework
(established in Tennessee State Board High School Policy), with the Tennessee Department of
Education’s Work-Based Learning Policy Guide, and with state and federal Child Labor Law. As such,
the following components are course requirements:

Course Standards
1. Personalized Learned Plan

1.1 Personalized Learning Plan: A student will have a Personalized Learning Plan that identifies
their long-term goals, demonstrates how the Work-Based Learning (WBL) experience aligns
with their elective focus and/or high school plan of study, addresses how the student plans
to meet and demonstrate the course standards, and addresses employability skill
attainment in the following areas:

a. application of academic and technical knowledge and skills (embedded in course
standards),

career knowledge and navigation skills,

21st century learning and innovation skills, and

d. personal and social skills.

[glNex

2. Professionalism, Ethics, and 21st Century Skills

2.1 Professional Resumes: Analyze resumes of professional event planners or convention
managers to determine the typical content and structure of resumes for event planner
professionals and then create a personal resume according to these conventions.

2.2 Career Skills for Event Planning: Document skills learned during the event planning
experience and draw connections between this experience and previous course content by
reflecting on:

a. tasks accomplished and activities implemented,

positive and negative aspects of the experience,

how challenges were addressed,

team participation in a learning environment,

comparisons and contrasts between classroom and work environments,

interactions with colleagues and supervisors,

S0 an o

May 2023 | Page 3



g.
h.

personal career development, and
personal satisfaction.

3. Planning Stages

3.1 Event Planning Strategies: Compare and contrast successful strategies used by event

planning companies and evaluate which strategies are appropriate for certain events (e.g.,
galas, banquets, weddings, etc.). As part of the class project, investigate potential nonprofits
or organizations for an event and select the appropriate organization according to
classroom constraints.

3.2 Event Planning Services: Research and select a nonprofit or organization that is in need of

event planning services and summarize the following information about the organization:

a.

oo 0 o

the mission and history of the organization;

headquarters and organizational structure;

services provided;

clients/customers served;

policies and procedures;

reports, newsletters, and other documents published by the organization; and
website and contact information.

3.3 Authentic Classroom-Based Project: Apply and demonstrate skills and knowledge from

previous courses in an authentic classroom-based project.

3.4 Identifying Event Objectives: Identify the objective of the nonprofit's or organization’s event,

and then prepare, review, and revise a project proposal, which should include the main
objective, goals (e.g., fundraising or attendance), location, criteria, constraints, information
obtained through research, and deliverables.

3.5 Creating an Evaluation Professionalism Rubric: Collaborate to develop a professionalism

rubric with performance indicators for each of the following professional attributes:

a.

Se oo ano

attendance/punctuality,
professional dress and behavior,
positive attitude,

collaboration,

honesty,

respect,

responsibility, and

appropriate technology use.

4. Event Approval & Timetable

4.1 Writing an Original Event Proposal: Research how event planning companies submit

proposals to potential clients and compare sample proposals in various formats to
determine the key components for a proposal (e.g., a projected budget, maps/diagrams of
the event space, personnel involved). Develop an original event proposal with claims and
recommendations for event logistics, including at minimum the following:

a.

introduction;
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theme of event;

venue;

entertainment;

timeline of planning;

food and beverage;

appropriate tablewares, linens, and decorations;
budget/cost analysis; and

evaluation professionalism rubric.

T Sm oo on o

4.2 Event Proposal Presentation and Feedback: Present the event proposal to the client for
feedback and recommendations. Analyze the feedback and recommendations to justify any
changes to the event proposal and incorporate edits into a formal contract with the client.
Submit the final contract for approval, documenting all changes made.

4.3 Event Planning Timeline: Using the final approved contract, execute a timeline to
demonstrate teamwork, problem-solving, and decision-making skills and work
collaboratively to ensure that the client’s needs and expectations are met for the event.

4.4 Client Evaluation Rubric and Feedback: Compile and interpret the evaluation rubric and
feedback from the client, analyzing the results carefully to ensure critical analysis and
reflection.

4.5 Presentation on the Event: Upon completion of the event, present the highlights,
challenges, and lessons learned from the experience.

4.6 Career Portfolio: Create a portfolio, or similar collection of work, that illustrates mastery of
skills and knowledge learned in the previous courses and applied in the capstone
experience. The following documents will reside in the career portfolio:

a. career and professional development plan;

b. resume;

c. list of responsibilities undertaken throughout the course;

d. examples of visual materials developed and used during the course (such as
graphics, drawings, models, presentation slides, videos, and demonstrations);

e. event proposal;

f. final contract;

g. description of technology used, with examples if appropriate;

h. periodic journal entries reflecting on tasks and activities; and

i.

feedback from instructor and/or supervisor on observations.

Standards Alignment Notes
*References to other standards include:
e P21: Partnership for 21st Century Skills Framework for 21st Century Learning
o Note: While not all standards are specifically aligned, teachers will find the
framework helpful for setting expectations for student behavior in their classroom
and practicing specific career readiness skills.
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